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APPENDIX A

RETIREMENT OF RECORDS
WASHINGTON NATIONAL RECORDS CENTER

A-1.   All offices will prepare the SF 135 (Records Transmittal and Receipt) and continuation
sheets to retire records into the Washington National Records Center (WNRC) in accordance
with Chapter 9, AR 25-400-2.   (See Figure A-1).  The SF 135 and continuation sheets are 
available in electronic format.  Plain bond paper may be used for continuation sheets.  The
following supplements those instructions:

     a.  The SF 135 and continuation sheets will include the box number, a brief description of the
records, i.e., file name or contract number, and any other information that would be beneficial to
assist in the identification and retrieval of records at a later date.  The records contained on each
SF 135 and in each box must all have the same disposition date.  

     b.  Four (4) copies of the SF 135 and continuation sheets will be sent to the Records
Management Coordinator (RMC) for review.    

     c.  The SF 135 and continuation sheets will be sent to the Records Manager.  

A-2.  The Records Manager will:

     a.  Review the SF 135 and continuation sheets and review the boxes. 
 
     b.  Assign an accession number.

     c.   Mark each box with the number in relation to the total shipment (1 of 5, 2 of 5, 3 of 5,
etc.) with black felt-tip marker in the upper right-hand corner.  Lettering should be approximately
1" to 2" in height.  (See Figure A-2)

     d.  Make arrangements to have the records picked up by the  WNRC. 

     e.  Provide one copy of the signed SF 135 and continuation sheets  to the appropriate office
area.

A-3.  The following instructions will be used when packing boxes for the WNRC:
                

a.  Standard Record Storage Containers (14 3/4" x 12" x 9 1/2")  will be used to send both
letter and legal-sized records to the WNRC.  The boxes are available from the local Defense
Supply Service of Washington (DSSW) office. 
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Figure A-1.  Sample SF 135
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Figure A-1.  Sample SF 135
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Figure A-1.  Sample SF 135
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     b.  All material must be in folders, binders, or envelopes, as appropriate.  The “hanging” folder
may not be used for records being sent to the WNRC.  Records may not be packed loose or
wrapped with rubber bands.

     c.  Letter size folders must face the front of the box (the side without staples), and legal size
folders must face the left side of the box.  All folders must be in the same order as listed on the SF
135.  

d.  Do not overpack the boxes or write any additional information on the boxes.

Figure A-2    
                                                       
A-4.  The following instructions will be followed when sending records to the WNRC.

     a.  Do not mix permanent and temporary records in the same accession.  Do not mix two or
more series of permanent records in the same accession.  An accession is defined as a “block of
records having the same disposition authority (the MARKS No.) and the same disposal date.  

     b.  Each accession must be listed on a separate SF 135 and transferred separately. 
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     c.  Each SF 135 must have a complete box listing of all folders, binders and envelope titles. 
Files may be listed alphabetically, numerically or by date.  File name should always be listed.
    
     d.  Offices should keep a copy of the SF 135 and continuation sheets for future records
retrieval purposes.    


